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Resume Writing



Resume Writing

Things we will discuss today:
• What is a resume?
• Formatting 
• Components of a resume

• Education
• Objective
• Experience
• Skills
• Other Sections

• Dos and Don’ts
• Resources



What is a resume?

What     
is a 

resume?

Overview of 
experience

Qualifications 
& Credentials

Specific,
Relevant

Background

Update on a 
regular basis

Changeable 
Document

Your first 
impression



Formatting
• Easy to read
• Presented recent 

to oldest (reverse 
chronological 
order)

• Dates right 
aligned

• Consistent 
formatting

• No large blank 
spaces



Header

Contact Info, less white space

Contact Info, more white space



Objective

Or…

**OPTIONAL**



Education

EDUCATION

Tips:
• Current information
• Dates on the right hand side to avoid “white” space
• Include minors if relevant
• Only list schools from which you receive a degree
• Relevant courses or study abroad



Experience – What is it? 



Experience – What to Highlight

•Not job title, but tasks
Cashier…Try this:

•Operated cash register and balanced $1500 in receipts

•Accomplishments, not duties
Responsible for sales…Try this:

•Awarded associate of the month for record-setting sales

•Use “action” words
Responsible for tutoring students… try this:

•Established positive rapport with 15, 6th graders, assisting them in 
Language Arts



Experience – How to share it



Experience – Put it to Practice
What type of experiences do you have?
• Make a list of all of the different types of experiences 

that you have had
• Don’t worry if it “doesn’t relate” to your future 

career – remember we’re looking for transferable 
skills! 

What did you do?
• List any and all tasks and/or accomplishments you did 

or have had in that role

Ask yourself questions:
• For each of the tasks ask yourself questions like:

• How did I do this?
• Why did I do this? 
• How much or how often was this done?
• What was the result?

Take 5 minutes to work 
on one experience you 

have!

Make sure to at least have 
one completed bullet point!

Put it all together to create your experience section!



Skills

(*only if you have used this in a 
professional capacity)



Other Resume Sections
Activities, Campus Involvement, Professional Affiliations, etc

Relevant Coursework

Laboratory Skills (*if you are applying to a lab position)

BONUS: Tailor your experience sections
• Volunteer Experience
• Work Experience
• Leadership Experience

• Research Experience
• Industry specific: non-profit, marketing, retail, 

engineering, etc



Dos and Don’ts
•One page maximum 
•10-second glance: most relevant first
•Tailor your resume to the position 
•Use industry language to describe experience 
•All relevant experience, paid or unpaid
•High school experience (Juniors + remove this) 
•Avoid personal pronouns (I, me, my)
•Use appropriate verb tenses
•Error free (both spelling and grammar)
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Summer Job Search Strategies

Things we will discuss today:
• Types of Summer Opportunities
• Job Search Resources
• Career Center
• Online
• In-person
• Other ideas

• Prep before you apply!
• What should you have ready?



Types of Summer Opportunities

• Internships (paid or un-paid)
• Part-Time & Full-Time Jobs Off-

Campus
• Student On-Campus Employment
• Research Opportunities



Job Search Resources

• Career Center
• Digital
• Handshake
• Career Shift
• Job Boards
• Social Media

• In-Person
• Consider Location

• Other Ideas?
• Seasonal Jobs



Career Center: Handshake

• Filters: “paid” and “part-
time”

• Searched locally within 
California

PRO TIP: Keep 
your search from 
being too specific 

to get more 
results



Career Center: Career Shift



Career Center: Career Shift

Search & Filters:
• Keywords: Job, Internship, 

something more specific?
• State: California
• City/Metro Region: LA
• Job Type: Part-Time
• Published Within: 7 days

Pro Tip: Search 
often & Filter 

for Recent 
Postings



Career Center: Career Shift

Pro Tip: Save 
Your Search 



Digital: Job Boards

Indeed: Great for General Searches

Idealist: Great for Non-Profit Specific

Others to check-out:
• SimplyHired.com
• Americorps.gov
• Careerbuilder.com

And many more can be found on our website:
https://careers.ucr.edu/students/student-
jobs/suggested-websites

https://careers.ucr.edu/students/student-jobs/suggested-websites


Digital: Social Media

Which platforms should you use for your Job 
Search?

All of them are acceptable….
its about HOW you use them



Digital: Social Media
General Tips – Good for All Social Media Channels



In Person: Consider your location



Where do people go during the summer?

Amusement Parks
Movie Theaters
Shopping Malls

Parks & Rec / Summer Camps
Resorts & Wedding Venues
Concert & Sporting Venues

County & State Fairs

Other Idea?: Seasonal Jobs



Prep Before You Apply!

Things to Have Ready
Resume

(Cover Letter)

References
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Come Visit Us

Hours:
Mon. - Fri. 8 am to 5 pm
except Wed. 9 am to 5 pm

Drop-In Hours:
Mon. - Thurs. 10 am-3pm
Fri. 10 am-12 pm

Come See Us!


